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INSTRUCTIONS FOR THE ELECTRONIC SUBMISSION OF

SCHOOL DISCIPLINE DATA
SCHOOL YEAR 2003-04 (JULY 1, 2003 — JUNE 30, 2004)

SOME IMPORTANT POINTS

v' The electronic school discipline data collection application will be open for data
entry on September 15, 1003.

v' Electronic submission of school discipline data will take place over the course of
the school year. The application will be open for data entry until June
30, 2004. The application is designed so that schools can enter data as an
incident happens. However, if a school prefers, data may be entered all at once at
the end of the school year.

v' The application is structured so that a school district may enter data for its
individual schools or if the district prefers, each of the district's schools
may enter their own data and submit to the district. The district is ultimately
responsible for submittal to the Office of Public Instruction (OPI).

v" School districts and schools may enter or edit data throughout the school year.
However, submittal of that data by the school to the school district or by the
school district to the OPI will not be available until May 1, 2004.

v" This manual covers only instructions for entering and submitting school discipline
data electronically. For information on definitions or data requirements,
please see the School Discipline Data Reporting Instruction Manual
that was mailed to each school district on September 8, 2003, and is also available
for downloading on the web at http://www.opi.state.mt.us/safeschools/index.html.

v" This manual includes Validation Checks that accompany the directions for each
field. These checks provide information on validations that are built into the
program to ensure correct data are entered for each field. If you are having
problems entering data for a particular field, reading the validation check may
provide you with a solution.

v If you have questions, please contact Pat Reichert (phone: 444-4430, e-mail:
preichert@state.mt.us) or Marion Erp (phone: 444-1951, e-mail:
merp@state.mt.us).

This manual provides comprehensive instructions on accessing and entering data in the School
Discipline Data Collection application. If you have already installed the Citrix client or tested
your printer, you may want to skip those sections in this manual. Check the Table of Contents
to determine where to start.
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MINIMUM COMPUTER REQUIREMENTS

Hardware and software requirements

Basically any Windows 98 computer capable of running a web browser equal to Internet
Explorer 5.5 with 128 bit encryption or any Windows NT, 2000 or XP computer running
Internet Explorer 6.0 with 128 bit encryption.

IBM
Microprocessor 80486 or higher as required for a web browser
Memory 8mb of Ram as required for a web browser
Video VGA or SVGA as required for web browser (1)
Hard disk At least 2.5 mb free disk space available
Mouse As required for web browser

Citrix client 6.2x - Required Installation — Replaces all previous versions

Macintosh
Power PC or better
Memory 8mb of Ram as required for a web browser
Operating System 9.2 or greater
Video Not applicable
Hard disk At least 2.5 mb free disk space available
Mouse As required for web browser

Citrix client 6.2x — Required Installation — Replaces all previous versions

Note: A screen resolution of 800 x 600 will provide you with the most efficient video resolution.
A resolution of 640 x 480 will not provide you with a good working environment. To change your
video resolution right click on your desktop, go to Properties and select Settings. Move the slider
bar under “Screen Area” until a resolution of 800 x 600 is displayed. Click “OK.” You will be
prompted to accept the new settings in the “Display Settings” dialog box. The monitor will blank
and display the new settings under the “Monitor Settings” dialog box. If you do not click on the
“OK” button at this point your settings will be returned to normal after 15 seconds. If the video
settings appear normal click “OK” and your monitor resolution will be reset.
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LOGGING ONTO IRIS

Please note that the format of the Citrix screens may occasionally change. This means that
the screens pictured in this manual may be slightly different than what is seen on the
screen.

If you have problems following the instructions because of screen changes, please call the
OPI Help Desk at 406-444-3448.

To access the School Discipline Data Collection via the Internet, log onto the Office of Public
Instruction's (OPI) Web page at http://www.opi.state.mt.us.

If you experience difficulty getting to the OPI’s home page, please try to reach another site like
www.yahoo.com or www.google.com. If you cannot reach either of these sites, your problem is
likely with your local Internet provider. Please give them a call. If you find that you can reach
other sites on the Internet, but cannot reach the OPI site, please call the OPI Help Desk at 406-

444-3448.

At the OPI home page, click on the tab located
at the top of the screen titled IRIS. This link el Ansvers| Ed Dats| 0PI Stf| Calends @ rpote{Employ

will take you to the Internet Reporting and
Information Service.

Frograms & Senices of OPI:
Take meta. .. j

The next screen you will see is the IRIS login screen.

Sign on using the district or school user name and password mailed by the OPI to district
superintendents. Passwords are changed periodically, so if you encounter problems logging in,
check with your superintendent to be sure that the most current password is being used. If you
still have problems, call the OPI Help Desk at 406-444-3448.

The login page gives options for using IRIS.

If you have never used a Citrix
application through our IRIS site
before:

Sign On

Username |

Mac users: Choose IRIS Help and
select New Iris Clients for Macintosh!

Domain  |statemtads ~| T—— Follow the instructions given there to
View Reports

install the client.

Password I

Sign On
_— Windows users, click on Citrix
< CITRIX Application Updates < Application Updates and Client Install.
. and Client Install Follow instructions below.

School Discipline Data Reporting Manual 3of19
H:\susp/exp\2004Production\Manual\ElectronicManual
September 2003



Installing The Citrix Client

Information Technulng Services Division

CONTRAGT ABOUT
SERVICES ITSD

The official state webalte

LEGISLATIVE STRATEGIG
DIRECTIVES PLANNING

TEGHNOLOGY
IN MONTANA

POLICIES &
COUNCILS

Install Citrix Client

Citrix Web Client Install

Current Citrix Updates
This version of the Citrix client snaps into the user's
web browser utilizing &ctive-X. This is the primary
client for users to access State of Maontana Citrix
applications. If you are connecting to this web site
wia a dial-up, please download the file and then
gnnection please

Y
install directly from this link.
Install Citrix Web Client (ICA32t exe - MBY

Other Citrix Installs {(not common):

There are no current updates for any applications.

Submit an updste

» Install Full Citriz Client (ICA32 exe - 3,19 MB)
e Install Citrix PN Agent (ICA32a.exe - 2,82 MB)

Windows users: Click on
Install Citrix Web Client.

Due to differences in operating system versions, the dialog boxes you see may not match these
screen shots exactly. However, the intent of each box is the same. Follow the process without

worrying about the exact wording in the box. For example, you might see either of these boxes
for your first step. You want to Run or Open this program. Do not save it to disk.

File Download x|

P, Some files can harm your computer. [F the file information below
\_‘/ looks suspicious, or you do not fully trust the source, do not open ar
zave this file.

File name: ica3zt.exe
File tppe:  Application

From: v, discoveringmontana. com
& This type of file could harm your computer if it containg
malicious code.

wiould you like to open the file or save it to your computer?

| Save I

Open Cancel Mare Infa

“rou have chosen to download a file from this location,

ica32 exe from data. opi.state. mt.us

‘What would pou fike to do with this file?

& Run this program from its current location
" Save this program to disk

¥ slways ask Before opering tis tpe of file

¥ &lwaps ask before opening this pe of fils

o]

Cancel More Info

rix ICA Web Client

]

\_‘.:) This will install Citrix ICA Web Client. Do vou wish to continue?

‘es Mo |

Citrix License Agreement x|

CITRIE<[R] LICENSE AGREEMEMNT ﬂ

Thiz iz a legal agreement ["AGREEMEMNT"] between pau, the Licensed User or
representative of the Licensed User and Citrix Systems, Inc., or Citrix Systems
International GrmbH. Citrix Spstems. Inc. . a Delaware corpaoration, markets and
supports this product or feature release [bath hereinafter "PRIODUCT") in the
LAmericas. Citrix Spztems Intermational GmbH. a Swiss company whaolly owned by
Citrix Systems, Inc.. markets and supparts this PRODUCT in Europe, the Middle
East. Africa, Azia. and the Pacific. our location of receipt of this PRODUCT
determines which iz the licensing entity hereunder [the applicable entity iz
hereinafter refered to as "CITRE<"). B OPEMIMG THE SEALED DISE
PACKAGE OR DOWMLOADIMG THE PRODUCT, YOU ARE AGREEING TO
EE BOUMND BY THE TERMS OF THIS AGREEMENT. IFY0OU DO NOT
AGREE TO THE TERMS OF THIS AGREEMENT, PROMPTLY RETLIRN THE
UMUSED DISK PACKAGE TO THE PLACE WHERE vOU OBTAINED IT FOR
A FULL REFUMD OR ExIT THE DOWHNLOAD PROCESS [MMEDIATELY

1. GRAMNT OF LICENSE. Thiz PRODUCT containg zoftware that provides

services on a computer called a server ["'Server Software'), and may contain
zoftware that allows a computer to access or utilize the services provided by the
Server Software ["'Client Software"). CITRI= grants to you the following LI

es Mo
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Citrix ICA Web Client x|

Setup completed successFully. You may need to restart vour web browser ko activate changes

Click OK.

| SignOff | _Applications | __ Settings | _UseriDs | __Help ]

Select the link below to inst ;
Citrize ICA Wb Client for 32-bit Windows

Cantinue

Yfou do not have the Citrix ICA Client (ActiveX) for 32-bit Windows installed on your system. You must install the ICA Client to launch the applications.

If you try to log in without
the client software
installed, you will get this
message.

Windows users, click on
Citrix ICA Web Client for
32-bit windows and
continue as above.

Mac users, go back to the previous page, click on Iris Help and choose New Iris Clients for

Macintosh!

After Citrix Client Is Installed

Congratulations! You have successfully connected to the OPI-Citrix server and are ready to

begin your work.

[ Signon N
Username |

Password |

IRIS Help
Domain Istate.mt.ads 'I

 SignOn _

\iew Reports

Instructions

Log in using the User Name and
Password provided to you by the
OPI. Leave the Domain at the
default value. If you cannot find
your User Name and Password, call
the OPI Help Desk at 444-3448.

sonon Tl Setngs | Useribs |

After you log in you will see the
school discipline application
icon in this window. You may
see other applications as well.
Click on the link School
Discipline Data Collection.

[# snnual Data Callection
¥ Maefairs In_House Testing
= @ e A = ) ]
ﬂSpema acan ata Collection
# TraficEducation
" TrafficEducation Test - ADE
I B Youth Risk Behavior Survey - YRES
School Discipline Data Reporting Manual 50f19
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The first time you use any Citrix application, you will see this message.

]
Tl el R o 1+ G 0 acESS o Select Full Access. The purpose of this selection is to
What acosss shouid be alowed? allow access to the Citrix client software that you have
o ol installed on your computer. This does not give the OPI
(, Beadhcees or any other entity access to any other files on your
- hard drive.
Do you want to be asked again?
 Abways ask me ance per conneston Depending on whether you ever want to be bothered with
4 anda 0 i this message box, choose any of the options under “Do
you want to be asked again?” Click OK.
Ok I Cance|
User Name E E
Flease e!'nter your Full name aljd initials below, This
information will be used in Office workgroup Features. If you see thlS bOX,
o just click OK. Don’t
- type anything in
Iritials: [ either field.
TESTING YOUR PRINTER

If this is the first time you have logged in, you will see the following screen for testing your
printer at this point. Once you have successfully tested your printer, this screen will no longer
appear. If you have printer problems and must contact the OPI, you will still be able to do data
entry while you wait for the problem to be resolved by clicking the Printer Not Working
button. You can return to the Printer Test screen at any time by clicking on the Help button
located on the School Discipline Data Collection Main Menu and selecting the Printer Test
option.

Welcome to the School Discipline Data Collection System

Office of Public Instruction
School Discipline Data Collection Program

Flease note thatitis very impartant to testwhether or notyou can print using aur
pragram. Flease test your printer now by clicking on "Preview Report and Test

Priting” butar kel — Click here to test your printer. Follow
instructions to complete the printer test.

iClick here to Preview Report |
; and Test Printing

Ifyyou cannat preview the report or you receive an error message on printing,
please contact OFI Help Desk and IRIS Support: (406) 444-9444. Press optian 6, . . . .
= When the printer test is finished, you will

then option 1.
eriter wwarkigl | | PTEr 0T workig / be returped to this screen. .Choose the
' Call QI appropriate button to continue.
frinPrirter Test
School Discipline Data Reporting Manual 6 of 19
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If the printer is not working, use the instructions in the next section to help you determine

which printer driver you have before you contact the OPI.

Identifying Your Printer Driver

The IRIS is designed to work with your locally attached or network printer. If you experience
difficulty printing, it may be because the IRIS server does not have your printer driver loaded.

To identify your printer driver, follow the instructions below.

PPN DB 2080 s

File Edt wview Fawortes Tools Help |

4=Dack -~ = - | @search [CyFolders c#History | S T2 < oo | EE-

Address [[&] Printsrs =] & |
1 et =l oz oz oz &z
Y, ]
oo Add Printer Acrobat Acrobak Fax Sr. Merge Fax Sr.
Printers Distiller FDFWriter

This Folder contains information abiouk
prinkers that are currently installed, —— = —_——
and a wizard to help you install new Lexmark 2391 opi_admil_4... opi_admi_I...
printers. Plus on Opi... onSTATE_... onSTATE ...

To get inFormation about & printer that
is currently installed, right-click the
printer's icon.

. JJopi_rsct_hp...
on STATE_...

opi_curr_4si... opi_fedl_2... opi_gaap_1... \pii
To install a new printer, click the Add on STATE_... onSTATE_... onSTATE_...
Printer icon.

Select an ikem ko view its description,

opi_sfdv_16.., opi_supt_16... opi_supt_24... opi_t1sc_12... opi_wpdl_1...
on STATE_... onSTATE_... onSTATE_... onSTATE_.. onSTATE ...

windows 2000 Suppork

opi-cert-245... OPI-ITSS-C...
on STATE_... on Opiblnnt. ..

22 objeck(s) P

&% OPI-FED1-2455 on Opihlnntprt1

Prinker Document  Yiew Help

el pl=in | Skakus | CHAMEr Pages | Size | Submit

» Set As Default Printer
Printing Preferences. ..

FPause Printing
Cancel All Documents

sharing. ..

Close | 0|
Displavs the properties of this printer. 4
?" opi_itss_tbel16_q.opi.mt on STATE_OF_MONTANA Propertie T Iﬂ

Mefsrare Settings I Security I Device | Uzer Customize I Abovt I
General I Sharing I Portz Advanced Color b anagement I

i+ Always available
w Eeelelsle e [12:00 &k = 15 [1z:0024H =

To find out what printer
you have set up for IRIS go
to Start in the lower left
corner of your screen,
choose Settings, and then
Printers.

Your default printer is the
printer icon with the
check mark on it. Double
click on this printer.

Click Printer from the
list of pull-down menus
across the top of the
screen, and select the
Properties command.



GETTING STARTED

Click on the Advanced tab,
or the Details tab,
depending on your
computer.

Your printer is listed in the
Driver box. We may need
this information to activate
your printer on the IRIS
server. Be ready to give us
this name exactly, including
spaces and capital letters, as
it appears in the Driver box.

After identifying your printer
driver, call the OPI Help
Desk at 444-3448.

When you see this screen, you are in the school discipline data collection application.

Welcome to the School Discipline Data Collection System I

0 P I Office of Public Instruction
School Discipline Data Collection Program

Welcome: Beaverhead County H 5 (le000G)
User Level: District level user [DISTRICT)
Tip of The Day:

';1;'04:’03 - Just started on prototypes for Suspension/Expulsion system Aﬁ/

/

Continue Exit Prograrm |

frmSpkazh k “ersion Beta B/ 372003

. AN .
Click Continue to move to the
Main Menu screen.
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Based on your User
Name and password, the
program will limit your

_—"access to just those areas

of concern to you and the
data you need to enter.
Your user level is
described on this screen.

Be sure to read Tip of

_— The Day for helpful

hints or changes to the
application.

Click Exit Program to
exit the program.



SCHOOL DISCIPLINE DATA COLLECTION MAIN MENU

When you log in, the application will identify you as a school district or a school based on your
user name and password. As a school district, you will have access to data at the school level for
all schools in your district. As a school, you will have access to data for your school only.

School Discipline Data Collection Main Menu

Office of Public Instruction

School Discipline Data Collection
Main Menu Fealures

Choose
your task
here.
The task\Al Data Entry
selected
will be
grayed
out and
the white

Eeports

Help

B
7

will
reflect
options
under

District: Beaverhead County H S
Select School Yea.r:l

‘School Discipline Data Entry Form
Submit School Discipline Data

Enter School Discipline Data

j/ﬂ(

Select a button then double click to select the option to the right.

that task.

frmSwitchBoard

B [ B
? | me

School year must be

— selected before moving
on. The current school
year for which data are
being collected is 2003-
2004.

After choosing the Data
Entry task from the
~ buttons on the left of the
screen, double click on
School Discipline
Data Entry Form.

The Exit button will
exit you from the
program.

The Help button will provide
access to help options.

After choosing the School Discipline Data Entry Form from the Main Menu, this is the
next screen you will see.

SCHOOL DISCIPLINE DATA COLLECTION

District: Sidney Elem (0745)

7/1/2002 through 6/30/2003
School Year: 2002-2003

School:

j Month Incident Occmred: I -|

Name

|Sc

Sidney 7-8

Sidney Elementary

School Discipline Data Reporting Manual
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State FY: 2003

If you are logged in as a
district, you must select a
school from the school pull-
down menu. If you are
logged in as a school, the
school will show in the
School field and you will
continue to the next step.



Select 2 month from the

7/1/2002 through 6/30/2003

District: Alzada Elem (0096) School Year: 2002-2003 State FY: 2003 Month Incident Occurred
School: IAlmda School Month Incident Occurred: :I 4/pull—down menu. This Wil].
iy allow you to either enter a
new incident for that month

03 March
04 | April or edit existing incidents
05 | May
06 June reported under that month.
- 07 |July
List of Incidents in i
____(Double click to edit) Selecting a month will bring up a screen that
IncidentiD rMonthName . . .
500 February lists incidents already entered for that month
b2l ety or, if no incidents have been reported, the
screen will be empty. To add a new incident
_Add Incident | for that month, click on the Add Incident
.
= button to bring up the data entry screen.

NO INCIDENTS TO REPORT

7/1/2002 through 6/30/2003 =
District: Power Elem {0894} School Year: 2002-2003 State Fv: 2003
School: IPDwer School NMonth Incident Occurred: I :I

Check Here if this School has no Incidents to Report for the \'ea

Entry Final
Frms B Report Report Help Exit
rmSuspensionExpEntry

| & | = | = | & |

After choosing the School Discipline Data Entry Form from the Main Menu (if a district is
entering data, a school must also be selected from the School pull-down menu), this is the
screen you will see. Simply check the No Incidents to Report check box with your mouse (a
check will appear in the box), and you are done.
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DATA ENTRY SCREEN

The data entry portion of the screen is divided into three sub-categories: Incident and Victim
Codes, Perpetrator Information and Codes, and Action Information and Codes. Tab from one
field to the next starting with the Location Code (the curser automatically starts on this field).
For definitions or instructions on data requirements, refer to the School Discipline Data
Collection Instruction Manual mailed to school districts in September (this manual can also be
found on the Web at http://www.opi.state.mt.us/safeschools/index.html).

SCHOOL DISCIPLINE DATA COLLECTIOMN

/12002 through 6302003 =
District: Troy Elem (0S519) School Year: 2002-2003 State FY: 2003

School: IW F Mlorrison School NMMonth Incident Occwrred: I oz vI

List of Incidents in February Incident and Victim C.‘-ul:le

{Double click to edit)
OPIAssignedID rlonthName B L. £ 'ff
Incident Codes Victm Codes VicHms

Add Incident I
e

Program
Perpeirator Perpeirator Gender Race Status Special Ed Disahility Action in School Full Year Shortened
Code Identifier Code Code Code Code(s) Code Days Expulsion Expulsion

I I Tndoe Perpeirator

Check Here if this School has no Incidents to Report for the Year _|
Eniry Final ]
FrinSuspensionExpEntry Eepoxi Repoxt Help Exit e
2 |4® o S
. . Heﬁp Exit button
Report buttons will provide 40 will - will exit the
'detaﬂed. reports (see provide application.
instructions for Reports on help
page 16). options

Things to remember while entering data:

e To delete an entire incident (there must be some data already entered) click
on the Delete button in the lower left corner of the data entry screen. o

e  There are two methods of deleting perpetrator data without deleting

the entire incident. If you are in the middle of entering data for a .
specific perpetrator, but have not finished entering all the data, you | = |
can delete that unfinished perpetrator record by clicking the Undo

Perpetrator button.
If you wish to delete a completed perpetrator record only (not the entire [etee P,:"mm
incident), place your curser on the appropriate line and click the Delete '
Perpetrator button.
e Ifyou are moving from one month to another, the month must be Add Incident
selected before clicking the Add Incident button.
School Discipline Data Reporting Manual 11 0f 19
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INDIVIDUAL FIELDS FROM THE DATA ENTRY SCREEN

Incident and Victim Codes

Location Code

The curser, by default, is located on the Location Code field when adding a
Location new incident. Begin by either typing the location code or selecting a code from
Code the pull-down menu.

Tab to continue to the Incident Codes field.

LocationCode |LocationCodeName

O Catrpus Validation check: This field cannot be left blank.
200 Off Campus Only one code Location Code may be entered.

Incident Codes

Enter an Incident Code by either typing the Incident Code or
selecting a code from the pull-down menu.

Icident Codes More than one Incident Code may be entered by using the enter key
1700 v to advance to the next line and typing in the Incident Code or
| EI selecting a code from the pull-down menu on the next line.
IncidentCod IncidentCodeName Catezory 28 Tab to continue to the Vietim
2800 Sexual Battery Violence Codes field.

Threat/Tntimidation Vinlence Validation check: This field

1100 Arson Other cannot be left blank. More
1200 Attendance Policy Violation Other than one Incident Code may be
1400 Brealang and Entering/Burglary Other entered.
1500 Disordetly Conduct Other
2200 Insubordination (Disobedience) Other v

I b | | 1 1 1

Victim Codes

Enter a Victim Code by either typing in the Victim Code or selecting a code

from the pull-down menu.
Yictim Codes L .
m More than one victim code may be entered by using the enter key and then

VicimCode] VidimCodeName a victim code or by selecting a code from the pull-down
100 Student menu on the next line. NOTE: Code 700 is used if there
200 School Personnel are no victims.
500 Dther . L. .
OO Mon School Personnel | Tab to continue to the Number of Victims field.
200 MNone
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Validation check: This field cannot be left blank. If Victim Code 700 (None) is entered, no
additional Victim Codes may be entered.

Number of Victims

# of Enter the Number of Victims that apply to the victim codes entered in the
Victims previous field.

0

Tab to continue to the Perpetrator Code field.

Validation check: An applicable number must be entered in the Number of Victims field if
any of the following Victim Codes were entered in the Victim Codes field (see above): 100
(Student), 200 (School Personnel), 500 (Other), 600 (Non-School Personnel). A number will
not be accepted if the victim code is 700(None).

Perpetrator Information and Codes

There may be more than one perpetrator involved in an incident. The Perpetrator Information
and Codes and the Action Information and Codes sections relate to the perpetrator(s) involved
in the incident.

» If the perpetrator is not an enrolled student at the school (code 640—Nonstudent or code
999—Unknown), then Perpetrator Code and the Perpetrator Identifier are the only fields
to be completed.

» If the perpetrator is an enrolled student at the school (code 100-Student), then all
additional fields across the screen, including Action Information and Codes, must be
completed.

NOTE: It is recommended that, if entering more than one perpetrator for an incident, all
required data for each perpetrator be entered before moving to the next perpetrator.

Perpetrator Code

Enter a Perpetrator Code by either typing in the Perpetrator Code or selecting
a code from the pull-down menu.

Tab to continue to the Perpetrator Identifier field.

PerpetratorCod Perpetratorhame Validation check: This field cannot be left blank.
a0 Student For each perpetrator entered, only one Perpetrator
640 Monstudent Code may be entered.

939 Unknown
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Perpetrator Identifier

Enter a Perpetrator Identifier for each Perpetrator Code entered in the
previous field. This can be a number(s) or a letter(s) or any combination of
these. A name shall NOT be used. If a perpetrator is involved in other
incidents, the same Perpetrator Identifier shall be used in each incident.

Perpeirator
Identifier

Tab to continue to the Gender Code field.

Validation check: This field cannot be left blank. For each perpetrator code entered, there
must be an entry in the perpetrator identifier field.

Gender Code

If the perpetrator is an enrolled student, enter the appropriate Gender Code by
either typing the Gender Code or selecting the code from the pull-down menu:
M=male; F=female.

P
=

Validation check: If the perpetrator is an enrolled student, this field cannot be left blank.

Tab to continue to the Race Code field.

Race Code

If the perpetrator is an enrolled student, enter the appropriate Race Code by
either typing the Race Code or selecting the code from the pull-down menu.

Tab to continue to the Program Status Code field.

0 Amencan Indian/ilaskan Native Validation check: If the perpetrator is an
02 | Asian American

013 Hispani . enrolled student, this field cannot be left blank.
ispanic or Lafino

04 Black or African Ametican Only one code may be entered.

05 ‘White, Nan-Hispanic

06  Mative Hawaiian or Pacific |slander

Program Status Code

If the perpetrator is an enrolled student, enter the Program Status Code by either
typing the Program Status Code or selecting a code from the pull-down menu.

Prog If any special education code is entered, then tabbing will pull up the Special
Education Disability Codes field. If any regular education code is entered, then
tabbing will skip to the Action Code field.

11 _F{_eguhir Education Validation check: If the
114 Regular Education with Section 504 Plan perpetrator is an enrolled
11AE Reqular Education with both Section 504 Flan & Limited English Proficient student, this field cannot be
1B Reqgular Education with Limited English Proficient left blank. Only one code
12 Special Education

128 Special Education with Limitsd English Proficient may be entered.
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Special Education Disability Codes

Enter Disability Codes of Current Student

Perpetrator Identifier:

Disability Code:
1T
Al LAutism -
CD | Cognitive Delay

Cwy  Child with Disability

DB Deaf Blindness

DE Deafmess

4l Special Ed stude|ED |Emotional Disturbance

{1y Dizability Code, [HL  |Hearing Impairment

LD Learning Disability -

4 L4
Llose

][

i

If the perpetrator is an enrolled student and a
special education code (12) is entered for the
Program Status Code, tabbing from the Program
Status Code field will bring up the Disability
Codes window. Enter all disability codes that
apply by either typing the code letters or by
selecting a code from the pull-down menu.

Click the Close button at the bottom of the

window to exit and continue to the Action Code
field.

Validation check: If a special education
code (12) is entered for the Program Status
code, then this field cannot be left blank.
More than one code may be entered.

Action Information and Codes

Action Code

menu.

250 Expulsion, placed in interim altemative educational setting
260 Expulsion, without senices

410 Suspension, outof-school, without services

Length of Removal in School Days

Lengih of
Removral
in School

Days

400 Suspension, aut-of-school, placed in interim alternative educational sefting

If the perpetrator is an enrolled student, enter the Action Code by
either typing the Action Code or selecting the code from the pull-down

Tab to continue to the Length of Removal in School Days field.

Validation check: If the perpetrator is
an enrolled student, this field cannot be
left blank. Only one code can be entered.
If a firearms code (11, 12, or 13) has been
entered in the Incident Codes field, then
an expulsion code (250 or 260) must be
entered here.

If the perpetrator is an enrolled student, enter the Length of Removal in
School Days that the student was suspended or expelled by typing the number.
Unless firearms were involved in this incident (Incident Code 11, 12, or 13), this
completes the data entry for this perpetrator.

Tab to enter the next perpetrator for this incident, or click the Add Incident button to add another
incident to this month, or click on the Month Incident Occurred field to enter a new month. Click
the Exit button in the lower right corner of the screen to return to the Main Menu.

Validation check: If the perpetrator is an enrolled student, this field cannot be left blank. Only

one entry for a perpetrator will be allowed.
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Full-Year Expulsion/Shortened Expulsion (Firearms-Related Incidents Only)

For Fireartn Felated
[ncidents Cnl If the perpetrator is an enrolled student, and the Incident Code indicates
VIR LRV E2 Y firearms were involved (Incident Code 11, 12 or 13), use the mouse to click
the appropriate box — Full-Year Expulsion or Shortened Expulsion.

Expulsion Expulsion
" m

Tab to enter the next perpetrator for this incident, or click the Add Incident button to add
another incident to this month, or click on the Month Incident Occurred field to enter a new
month. Click the Exit button in the lower right corner of the screen to return to the Main Menu.

Validation check: This section is not activated for data entry unless the perpetrator is an
enrolled student and an Incident Code is entered that indicates firearms were involved (Incident
Code 11, 12 or 13). Only one box may be checked.

REPORTS

The reports available in this application can be accessed from the bottom of the data entry screen.

SCHOOL DISCIPLINE DATA COLLECTION

7/1/2002 through 6/30/2003 =

District: White Sulphur Spgs Elem (0569} School Year: 2002-2003 State FY: 2003
School: I“?'hite Sulphur Springs 7-8 NMonth Incident Occwrred: I o1 vI

List of Incidents in January Incident and Yictim Codes
{Double click to edit)

OPIAssignedID MonthMame R ?f
: 5 : Victims
4171 January

Add Incident I

(PRIl For Fireanm Related The Report By Entl'y

Pt W Student Disahilities Removal Incidents Conl

ElEE e e T e e e provides a list of incidents
in the order that they are
entered into the program.

[Delete Perpeirator]

. , = I The Report By Month
Check Here if this School has no Incidents to Repol e Year . . . .
Report | Roport } : provides a list of incidents
R By Eniry By Monih Ip Delete Exit R
frSsp p_/2 | = | ® | | bythe month they occur in.

Report By Entry (Sample data are used for this example.)

This report provides data by school and lists incidents in the order that they are entered into
the application. The report may be pulled up at any time during data entry and should be used
to check for accuracy of data as the data are being entered. This report will show you the last
entry made. The report provides a total number of incidents entered for the selected school.
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B Twpe aquestionforkelp = - B X

Linda mcCa (b, S hENcet ] ] <
D ot aable b emhctn SCHOOL DISCIPLINE LOG

fgeglal ;‘3;?3?' School Year: 2002-2003
ox
Hek1a NT 56202501 Incident Report Ordered by User Entry TLW0T through 6302003

District: Troy Elem (0519% School: W F Morrizan School {0696)

Vclend
Wewah

ients for W F Morrison School

SUBA003 1145 SAAH H Mo P Dvoas Appt st pons ool o npi 53 ads i Briry o ux Paglofl

To print the report, click the print To exit the report, click the
icon in the upper left corner. "X" in the upper right corner.

Report By Month (Sample data are used for this example.)

This report provides data by school and breaks out incidents by month in which they occurred.
This report can be pulled up at any time during data entry. The report provides a total number
of incidents entered for the school, as well as totals for each month.

RE:
F=|

Type a question For help r - 2 X

Llnd3a MeCon bk, S hENCR T 3 3 4
e of abie e ator SCHOOL DISCIPLINE LOG

Spectl Edicaton School Year: 2002-2003
PO Box A2501
He kva MT S96:0-2501 TL2002  through 6/30/2003

District: Troy Elem (0519) School: W F Morrison School (0696)

Special F1
Disakidily Coles)

anuary
10 [700 | o oo 321 [ F [05 [12 D [ 410

1 Incidemis forJanuary

Féhruary
1500 (10 [700 | o JEloo 111 [ o |05 (11 [T 410
EEETEN e o o [ 1 Ww [ i [ (o [0 I o

2 Incidenis for February

3 Incidends for W F Morrison School

SIRR003 1135 31 AMF o PEOvam Appi 035 w pans o sFpr o nop ST Pamlof 1

Print and exit this report in
the same manner as the
Report By Entry (above).
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CORRECTING ERRORS

Either report discussed above may be used to identify a particular incident for editing or
deleting. The application assigns a unique number to each incident. In the example below, the
second column titled "OPI Assigned Number" provides that unique number. To find that
particular incident in the data entry screen, note the month on the report, return to the data
entry screen, go to that month, and double click on the OPI Assigned Number that corresponds
with the number on the report. The data entry screen for that incident will be pulled up.

bl i S S S

List of Incidents in January
{Double click to edit)

DPIAssignedID  MonthName
January
S January

Add Incident |

Incidents in the window above are
listed in numerical order by OPI
I Assigned ID.

SUBMIT

The Submit process for this application will not be available for users to submit their data until

May 1, 2004. Data collected should reflect the entire school year (from July 1, 2003, through

June 30, 2004).

If you try to submit your data before May 1, 2004, the following screen will appear:

Submit Process |g|

i Submitkal of data by schoals or districks will not be allowed unkil after May 1, 2004, These data shall
\) reflect the entive school year, from July 2003 ko June 2004, Deadline For submitkal is June 30, 2004,

k.
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School Discipline Data Collection Main Menu

Office of Public Instruction

School Discipline Data Collection
Main Menn Features

/

School: W F Morrison School SC: 0696

State FY: 2003

Select School Yea.r:|2002—2003 =

Select a button then double click to select the option togife right.

I Data Entry School Discipline Data Entry Form
Submit School Discipline Data
B | Reports
7 | Help

Submit School Discipline Data.

Help Exdit
FrmSwitchBoard 7 EL" |

To submit school discipline data after
May 1, 2004, double click the Submit
School Discipline Data menu
option.

After a school has submitted its data,
the school will no longer have rights to
edit or add data; however, the school
district will still have those rights.

The school district is ultimately
responsible for submitting its schools'
data to the OPI. After the district has
submitted the data, the district will no
longer have rights to edit or add data.
If corrections are needed at this point,
the district must contact the OPI to
make those corrections.

‘ Office of Public Instruction

School Discipline Data Collection
Submit Data

/

Your District has already submitted data for all associated schools. If addition
changes need to be made please contact Pat Reichert at 444 4430|

PLEASE NOTE: Only submit your data when “ALL” your associated #hools data is
entered. If you are a district, selecting ‘Submit Work’ will submig/ll your schools
under your district. If you are a school, selecting ‘Submit Wop will submit only

your schools data.

District Submission Status

If you are a school district, the
District Submission Status
Report will provide you with a list of
schools within your district that have
or have not submitted their data. If
you are a school, this report is not
relevant.

To submit data, click the Submit
button in the lower right corner of this
screen. You will be prompted to verify
that the data you are submitting are
accurate. When you answer YES, the
process is complete and your data have
been submitted to the OPI.

Congratulations,
You're Done!!!

Repaort /
| Help [Submit| Exit
IfrmSul:-mll. ? | :|_4- |
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